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REDUCE RISKS

F

WASTE DISPOSAL

L

CONTROL THE USE OF RESOURCES



Monitor Resources:

· How to monitor resource levels. The importance of monitoring them and when it is appropriate to monitor them.
· The purpose(s) for which different types of resources are needed within your job role, and what to take into account when calculating the amounts that need to be ordered

Order Resources

· What the approved procedures are for ordering resources, and why it is important that these are followed
· The types of discrepancies that might occur between resources received and orders placed, and how such discrepancies should be dealt with

Minimise waste

· What the approved stock rotation practices are, and the importance of keeping to these practices

· Why it is important to keep accurate records of resources issued, and how the records should be kept

· How the effective use of resources can benefit the organisation as a whole

· Which resources require authorisation for use, and the possible consequences of using them without authorisation

· How to minimise wastage, and why this is important

· Why it is important to return unused and reusable resources to the right place(s), and where these places are

HOW YOU SHOULD MONITOR RESOURCES
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	· Set maximum amount of resources to hold in stock 
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	· Set stock order trigger level 
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	· Design a stock level recording system  
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	· Count stock levels at regular intervals 
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	· Order stock when trigger level reached 
	


WHAT YOU SHOULD KNOW ABOUT MONITORING RESOURCES

	· The amount of resources required should be calculated by considering:
· Number and type of cleaning jobs carried out
· Types of tools, equipment and disposable items needed for each cleaning job

· How quickly cleaning agents and disposable items will be used up
· Time taken for suppliers to deliver replacement resources
· Amount of storage space available
· Amount of money that company is prepared to invest in stock
· Health and Safety and COSHH legislation for safe storage of resources

	· Trigger level is the minimum amount of resources that should be stored

· The time it takes to order and receive new stock when the trigger level is reached, should be less than the time it will take for new stock to be delivered

	· A recording system can be a simple sheet identifying each of the following that can be checked and marked off. 

· Maximum stock level

· Actual stock level

· Stock level trigger

· Amount of stock to order

· See sample at the back of this reference material


	· Counting stock levels should be done either weekly, every two weeks, monthly or quarterly depending upon how quickly stock levels fall from maximum level to trigger level

	· As soon as any one stock item reaches the trigger level, an order should be placed immediately to prevent stock running out


HOW YOU SHOULD ORDER RESOURCES 
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	· Check stock levels to identify what needs to be ordered
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	· Check suppliers
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	· Obtain authorisation
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	· Raise Order
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	· Receive stock


	


WHAT YOU SHOULD KNOW ABOUT ORDERING RESOURCES

	· Only order replacement stock when it reaches its trigger level. This prevents unnecessary stock being ordered

	· Before placing an order make sure the supplier can:
· Provide the brand and quality of goods you require
· Deliver by the time the stock is required
· Provide the stock at the best cost

· Doing this ensures that the cleaning company maintains its quality of service to its customers, whilst purchasing stock at a good price that can assist in generating profit

	· Do NOT place orders for stock unless your line manager has given you permission.

· Failure to do this could lead to:
· Unplanned company spending that could affect profits
· Disciplinary action being taken by your employer that could lead to losing your job

	· Raise a purchase order yourself if authorised or ask your cleaning company finance department to raise an official purchase order 

· Some suppliers will not deliver stock unless an official purchase order has been received

· Post or Fax the purchase order to the supplier of the stock. 

· If you have a good working relationship and an account with a regular supplier they may be willing to deliver stock on receipt of a telephone order from authorised staff

· See sample at the back of this reference material

	· The supplier must be told who is authorised to receive stock when it is delivered. This ensures that the stock does not become lost once it has been received

· On delivery, the person receiving the stock must sign a delivery note and put the delivery in a secure place.

· If the order is small you may be able to check the stock before signing the delivery note

· Delivery notes are used by the supplier to prove that the stock has been delivered. Where stock arrives in large quantities the receiver signs for the number of packages. They do not have to open all the packages to check the contents 

· See sample at the back of this reference material


HOW YOU SHOULD ORDER RESOURCES (Continued)
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	· Check stock delivery
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	· Raise a discrepancy notice when necessary


	


WHAT YOU SHOULD KNOW ABOUT ORDERING RESOURCES (Continued)
	· As soon as possible after delivery, all packages must be opened and checked to ensure that the contents:
· Match the delivery note
· Match the order
· Are the required quantity, quality and price
· Are undamaged

	· A discrepancy notice is used to record differences between what was delivered and what was ordered

· See sample at the back of this reference material

· A copy of the discrepancy note should be sent to the cleaning company finance department so they do not pay for stock that has been undelivered, or is of poor quality

· A copy of the discrepancy note should be sent to the supplier so that they can correct their error

· A telephone call to the supplier will usually result in them correcting their error quickly


HOW YOU SHOULD MINIMISE WASTE 
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	· Secure all stocks
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	· Only allow authorised staff to withdraw resources from stock
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	· Issue oldest stock first
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	· Record which resources are issued to which employee
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	· Make sure unused resources are returned to stock
	· 


WHAT YOU SHOULD KNOW ABOUT MINIMISING WASTE 

	· Keeping stocks locked away and restricting access to them prevents resources being stolen, lost, spilled or used for unauthorised tasks

· Keeping wastage to a minimum reduces the cost to the cleaning company and allows them to:
· Keep the price they charge to customers under control
· Increase profitability and, therefore, secure jobs for cleaning staff

	· Making staff responsible for issuing resources to others, controls misuse and wastage of resources 

· Some resources such as chemicals, powered tools and equipment should not be issued to staff that have not been trained to use them safely.

· Failure to do this could result in accidents causing harm to people and property, which would damage the reputation of the cleaning company

	· Some stock can become unusable over time, such as chemicals that may have a ‘use by’ date

· Issuing the oldest stock first ensures that the resources in stock are always the newest and will be in date and useable. No stock will, therefore, become out of date and have to be thrown away

· This makes the cleaner’s job easier because they will always be working with good quality resources, which helps to keep the quality of the cleaning task up to the standards expected by the customer

	· Keeping a record of how resources are issued can help later when identifying:
· Where missing items might be

· Who is using the most consumables, which might indicate that certain staff need further training so that they can reduce wastage

· See sample at the back of this reference material

	· This prevents unused resources from being thrown away when they could be used for another task

· Allowing employees to keep unauthorised stocks of unused resources can result in wastage and misuse of the resources


CHECK WHAT YOU KNOW ABOUT CONTROLLING THE USE OF RESOURCES

Circle the correct answer to the following questions:

	How often would you check you cleaning stock levels?

A Whenever stock materials run out.

B Just before an order is due to be placed.

C Normally every week, to check that trigger levels ensure re-ordering.

D When stock supplies are delivered.



	How would you check a stock delivery?

E No need to, as the supplier should get it right.

F Check for quality and quantity against the order placed.
G Check for the items you’ve run out of and put the rest away.

H Leave it to the delivery people to tell you it is correct.



	What would you do if part of your stock order is missing?

A
Sign the delivery note, as the missing items will turn up.
B
Leave it to the supplier to sort out.

C
Note the missing items on the delivery note before you sign it.
D
Tell your cleaning staff.


	What would you do with new stock after it has been checked?

A
Store it in your stock room making sure that you allow for stock rotation.
B
Leave it at reception until you have time to put it away.
C
Ask the caretaker to keep an eye on it until you hand it out to your staff.
D   Leave it at reception until your area supervisor has also checked it.

	CHECK WHAT YOU KNOW ABOUT CONTROLLING THE USE OF RESOURCES (continued)

5

How would you issue stock to your staff?

A
Leave the stock room unlocked and let them take what they need.

B
Let them help themselves, but leave you a note for what they have taken.

C
Issue it yourself, recording stock issued and each cleaner.
D   Keep tight control if stock levels are running down.


	6
What would you do with stock that is issued for a job but not required?

A
Check it and return it to stock, noting your stock levels.
B
Write it off because it has been issued.
C
Dispose of it as the job is finished.
D   The company reputation for good service will be improved.


	7
What stock would you issue first to your staff?

A
The oldest stock first to ensure good stock rotation.

B
Issue stock in any order as long as they are the correct items.
C
Leave it to staff to take what they need.
D
The newest stock first as that will be easiest.


	8
When you carry out your weekly stock check you find that some stock is missing from your secure stock room, what would you do?

A
Advise your supervisor immediately.

B
Nothing, as there is still plenty of stock left.

C
Change your stock sheets.

D
Nothing, as you may have forgotten to record some stock issues.

	9

Your client asks you carry out a special one off job what would you do to ensure that you have sufficient materials?

A
Check your stock levels to ensure that you have sufficient stock.
B
You normally have enough stock so it should be all right.
C
If there is not enough stock when you are about to start the job, the client will have to wait.
D   You may have to carry out the job with incorrect materials.


SAMPLE STOCK RECORD
ABC SUPPLIES LTD

Ground Floor Storeroom

	Item
	Maximum stock level
	Actual stock level
	Stock level trigger
	Amount of stock to order

	Emulsion Polish
	5 bottles
	2.5
	3 bottles
	3

	Floor Cleaner
	5 bottles
	3
	3 bottles
	2

	Liquid Soap
	10 bottles
	7
	5 bottles
	0

	Toilet Cleanser
	5 bottles
	4
	3 bottles
	0

	Toilet Rolls
	5 x 4 packs
	4
	2 x 4packs
	3

	Window Cleaner
	5 bottles
	3
	3 bottles
	2

	Standard Mop Heads
	6
	2
	3
	4

	Scrubbing Brush for Scrubber Drier
	2
	1
	1
	1

	Waste Bag for Suction Cleaner
	6
	4
	3
	0

	Cleaning Cloth Blue
	4 packs
	2
	2 packs
	2

	Cleaning Cloth Red
	4 packs
	2
	2 packs
	2

	Cleaning Cloth Green
	4 packs
	3
	2 packs
	0

	Cleaning Cloth Yellow
	4 packs
	4
	2 packs
	0

	
	
	
	
	

	
	
	
	
	


SAMPLE STOCK ISSUE RECORD ABC SUPPLIES LTD

Ground Floor Storeroom

	Item
	Amount Issued
	Issued To:
	Issued By:
	Date

	Emulsion Polish
	2 bottles
	Receiver’s Signature
	Issuers Signature
	Date Issued

	Floor Cleaner
	
	
	
	

	Liquid Soap
	
	
	
	

	Toilet Cleanser
	1 bottles
	Receiver’s Signature
	Issuers Signature
	Date Issued

	Toilet Rolls
	2 x 4 packs
	Receiver’s Signature
	Issuers Signature
	Date Issued

	Window Cleaner
	
	
	
	

	Standard Mop Heads
	2 
	Receiver’s Signature
	Issuers Signature
	Date Issued

	Scrubbing Brush for Scrubber Drier
	
	
	
	

	Waste Bag for Suction Cleaner
	1
	Receiver’s Signature
	Issuers Signature
	Date Issued

	Cleaning Cloth Blue
	
	
	
	

	Cleaning Cloth Red
	
	
	
	

	Cleaning Cloth Green
	
	
	
	

	Cleaning Cloth Yellow
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SAMPLE PURCHASE ORDER

	MACROBUTTON DoFieldClick [Your Company Name]
MACROBUTTON DoFieldClick [Your Company Slogan]
MACROBUTTON DoFieldClick [Street Address]
MACROBUTTON DoFieldClick [Town, County  Postal Code]
Phone MACROBUTTON DoFieldClick [01234 567890]  Fax  MACROBUTTON DoFieldClick [01234 567890]
	PURCHASE

ORDER




The following number must appear on all related

correspondence, delivery papers, and invoices:

P.O. NUMBER: MACROBUTTON DoFieldClick [100]
	To:

MACROBUTTON DoFieldClick [Name]
MACROBUTTON DoFieldClick [Company Name]
MACROBUTTON DoFieldClick [Street Address]
MACROBUTTON DoFieldClick [Town, County  Postal Code]
MACROBUTTON DoFieldClick [Phone]
	Ship To:
MACROBUTTON DoFieldClick [Name]
MACROBUTTON DoFieldClick [Company Name]
MACROBUTTON DoFieldClick [Street Address]
MACROBUTTON DoFieldClick [Town, County  Postal Code]
MACROBUTTON DoFieldClick [Phone]


	P.O. DATE
	REQUISITIONER
	SENT VIA
	F.O.B. POINT
	TERMS

	
	
	
	
	


	QTY
	UNIT
	DESCRIPTION
	UNIT PRICE
	TOTAL

	3
	4 pack
	Toilet Rolls
	1.50
	4.50

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	SUBTOTAL
	4.50

	
	SALES TAX
	.79

	
	P&P
	0.00

	
	OTHER
	

	
	TOTAL
	5.29


	1. Please send two copies of your invoice.

2. Enter this order in accordance with the prices, terms, delivery method, and specifications listed above.

3. Please notify us immediately if you are unable to deliver as specified.

4. Send all correspondence to:  

MACROBUTTON DoFieldClick [Name]
MACROBUTTON DoFieldClick [Street Address]
MACROBUTTON DoFieldClick [Town, County  Postal Code]
Phone MACROBUTTON DoFieldClick [01234 567890]  Fax MACROBUTTON DoFieldClick [01234 567890]
	
	

	
	
	
Authorised by
Date


SAMPLE DELIVERY NOTE

	
	DELIVERY ADVICE

	
	

	Invoice receiver
	

	Company
	Delivery address



	     
	

	Customer no.
	Date
	     

	     
	24 April 2001
	     

	Address
	     

	     
	     

	Post code
	Town
	

	     
	     
	

	

	Our reference
	Terms of payments
	Way of delivery
	Date of delivery
	Terms of delivery

	     
	     
	     
	     
	     

	Order receiver 
	

	Company
	Our reference

	     
	     

	Address
	Post code
	Town

	     
	     
	     

	
	

	Order number


	Article number
	Description
	Quantity
	Unit
	Delivery date
	Part delivery
	Com-

ments

	
	
	
	
	
	
	
	

	XXXX


	1234
	TOILET ROLLS
	3
	4 PACK
	12/12
	     
	     

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	

	Parcel number
	
	

	     
	
	


SAMPLE DISCREPANCY NOTICE

	
	DISCREPANCY NOTICE

	
	

	
	

	Company
	SUPPLIER address

	     
	

	Customer no.
	Date
	     

	     
	24 April 2001
	     

	Address
	     

	     
	     

	Post code
	Town
	

	     
	     
	

	

	Our reference
	
	Way of delivery
	Date of delivery
	

	     
	
	     
	     
	

	Order receiver 
	

	Company
	Our reference

	     
	     

	Address
	Post code
	Town

	     
	     
	     

	
	

	Order number


	Article number
	Description
	Quantity
	Unit
	Delivery date
	Received
	Shortage


	
	
	
	
	
	
	
	

	XXXX


	1234
	TOILET ROLLS
	3
	4 PACK
	
	2
	1

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	


                                                               



CLEANING BUILDING INTERIORS





Support Material for N/SVQ’s Level 2








Additional reference material will be required to complete this unit in full:





Please use the space below to make your own notes:











This reference material will provide you with the following knowledge and understanding.
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© B-Skill Ltd.


Permission to reproduce this material must be obtained from:





B-Skill Limited


Chaucer Buildings


57 Grainger Street


Newcastle upon Tyne


NE1 5JE





Tel: 0845 230 3736


Fax: 0845 230 4634








Designed in conjunction with Award Learning Services Ltd, Chelmsford
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